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Subi: POLICY AN PRCCZOURES FOR OEPARTMENT OF DEFENSE (200
COVERNMENT TRAVIL CHARTE CakD (GTCC)

Tel: fa) DOD TOD0.14-R, FTME, Voluime 5
{h} Tzevel znd Trenspertation Reform Act of 1258
tg) COMMAVRESTORINST 4650.1
id) COMNAVEEZZOR Q81300Z DCT 483

Inel: (1Y Sample HotificatZon Letter and Acknowledgement

I, Puzrzese. Ta oublicsh the policies and pracedures qoverning
the use and administration of the Dol Government Travel Charge

Card (GTCC) within Region Elawvern.

2. rfancellation. IZEDCCMREEGLLINST 4650.1A.

i, 32cope. This instraction applies to staff and sfubordinate
commands, and applies equal’y to all active duty military,
inactive duty military, and civiiian perscnnel assigned within
the -egion. '

4. Sackoround. Heference {1 sstabliszhed Department of Derense
{DOD) wide travel policy znd procedures for administration of
the GTCC program. =eference (D) requires that zll Federal
employess use the CTCD, established pursuant to the nited
States Travel and Transportation Payment and Expense Control
System, or any Teders]l contractor-issued travel charge card, for
navment of expenses of official government travel. Government
~ravel Charge Cards sre available o active duty and Reserve
members who travel under cfficial orders. The card Is to ze
used anly for official travel sxpenses for which the travel will
e reimbursed upon liguidaticn of the travel orders. Drilling
Reservists who cotmute to the IDT leogation IZrom outside a
reasonzble commukiag distance are siigible to wse the GTCC for
GESA=-contract City Pair Program Farss for commerszal airline
trenspertarion; reference [d) containz policy and procedures.
Suon travel rust be for aificial trawel only, and Reservists
will et be reimpursed for any expenses incurred for travel
nsing the GSA Oty Pair Frogram.
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3. Fapligw

z. Hembersz are fzsiad soveroment travel cardes for offizigl
GOVCrnREnT Traval. Thi: care iz o De uwsed enly for officizl
—ravel expenses far yrich fhe Traveler will oe ceipburzed, or as
a non-reimnursabls ottion fo Taxe advantage of GEA-zontzact Jitw
rares commercizl 2irline fEres 35 stipulated by rafarencs (d).
Tga for zaviting sther shean offizial government travel

consotivubes Eruse 3
the —Card znd acminizcrative diseip
aApbrocriaze. WRR companciac officacs
ang the rasponsikiilcy Lo gancal 370
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(2} Designate &1 EPC in the rommand®s primary/collateral
duty notice To maintain #nd Zevaiew GTOC progream feporls ancl
administer the procram.

{2y Emsure that 211 perscnonel at their command are aware
of and cemely with the provisicns of this directive.

(3} Immediately suspendfcancel the scosunt of any
felacted REeservist in an “wagsatisfactory” drill starus.

(4% Indectrinate STCC card applicants on the Lol Travel
Tharge Tard Peagram and on authorized and preohibited uses of the
card. Tonduct zefrezher training annuwally.

{E} Implement thne Check In/Check Cut Procedures
selineates in reference (a}, zaclesure (2],

(&Y “afore -—he GTCOC vendor of any changes to the
commend’ s hisrarchy establisned for reports. Examples nelude
cilgsure or establizhment of subordinate activities.

{7} Take appzopriate command actien if abuse, misuse, or
frand occurs. The following actions may o2 appropriate:

{a) For Botiwve Duty members: Page 13 warning,
withdrawal of advancemen: recommendaticn, formal reprimanc,
angd/zr fisciplinary action under QCHT.

(by Tor Selected Reservists: Page 13 warning,
witmdrawal of advancement recomendaticn, formal reprimand,
and/ez transfer -—o The _RR. Disciplinary action under the OCHJ
may proceed if the rase meets the necessary elements of
jurisdiczian.

k. All Agency Program Cogrdinators will:

i1} I=spe GTCC cards only to personnel whose work
reguires %1, who accept the card voluntarily, and who are judged
responsibie 2nd trustwortny. The center sommanding officersunit
commanding officer will attest to the regquirement for the rard
oy signature approval on the card applidation form.

{21 Review pericedically each cardholder’s reguirement to
naintsin an aceount.

[3) Suspend/cancel any tardholder account whenewver
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From: Caommarding Officer,

Zubi: SGOVERMMENT TRAVEL CHRRGE CARD (FTCCE USAGE
el 'a) COMMAVEESIOR 081320z 2CT 895

1. a8z a Government Travel Thszrge Cardholder, you sicned an
agreement that stated in part, "1 agree To use the card for
official travel and cfficizl srswel related sxpenrses oaly." You
are asuthorirzed o use The government travel charge card for the
folliswing purposes:

a. Mezls ang ledging expenses in connection with official
trave> orders, including expenses at the travel destination and
enroute. Lodging must b2 in support of goverament business
anly,

k. Cazh advances znd fees, not to excesd the amount
autkarized by travel orcders. The Autemated Teller Machine cash
advance progran isz.to be vsed in conjunction with, and as a
supoDiement to, the Government Travel Charge/ATM Card Frodgram.
Thersfore, perscanel must limit their cash advances to those
expensss that cannot be charced to the cazd. Any item that can
be charged teo the card must be charged to the capd rather than

paid for by cash advance. Zasn advanges are to be used only to

sUpDzT: government business.

o, Card use Fpr the purchase of airline tickets in
conijunction with Temporary Bdditional duty {TRG), Annual
mraining (AT}, Active Du-v Training {ADT), Inactive Duly Travel
“raining [IDTT). znd —nactive Duty Training (IDT} is neot
authorized unless travel mode 7 iz authorized on the crders.
"he card mey be used for Znactive Duty Training (IDT) trawvel
wnder the guidance contaisec in reference (a), with the
snderatanding that such travel iz non-reimburszble. The card
may be csed to procure zizlire tirkets in case of an emergencsy.
an example of an emergercy for this purpose is when an
individual is strended and the mission iz jeopardized by
exiating travel arrangements. When reguesting reimbursement for
emergency travel charges, a ststement describing the emergency

gitvation iz reguired.
Eaclosure 1)
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Zued: ZOVERKMENT TRRVEZY CHARGE CARD GTCID 344

i

. Use of tne government travel charge card s essential Zor
she =fficjent asmpipistration of cfficigl govarnmment DusLness.
The carg iz issued uncder @ Gereral Services Administration
contract that oprevides special benefits to the member and the
Jovernment. Members who need to wge the GTCT to per-orm cheir
affisial duries must naintain their cards in good 2tanding.

3. ¥izuse of *we rard ‘necludes using the card feor non—c
trave./ron=officizl travei-relased expenses and nonpaymen
debh, Misuse of —he card is dezrimental To the governns
harzlise it mav jecpardize a member's gqood standing and Tay cause
“he mamner's card privilegez to bes suspended or revoked. This
mav make it difficult forp the member teo perZorm oSficial Juties.
Misuse of the card through mgnpavment of debr To the E2CC
corrracTor is contrary o gopd order and discipiine snd orings
dizrradit upon the Mawy. Misuse of the card may result in an
sdministrative wsrning, disciplinary actien under the Unifezm
Code of Military Justice, administrative action inciuding
separation or transizrz to the Individual Ready Reserve [IZR].

s

1. To ensure adherence To this agreement, wyou a2re directed ta
use tne GTCC ONLY for its intended purposs. Any other use of
the card is UNAUTHORIZED and in vislaticon of this order.

5. vipiation of This crder may resu.: it administrative zotoon
ar rancelliation of card priviieges for giwilians. For mil_tary
members, action may -esult in administrative or disciplinary
sction, including trial by csurt-martial, sdministrative
separation, or transfer te the Individual Resdy Reserve for
Selected EesServe MEMCers.

I. M. TZOMMAND
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ACENOWLEDSEMENT
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1. I hereby certify thzt I understand that I mav use the
Government Travel Charge Carxd (G%0C) cnly for officigl trawel
and official travel-ralazed e¥panses, subject to reimpursement .
v furthes underszard thact unavthorized use of the card or
nonpayment of dest wiil subjec* me to the Zull range of
disciplinary actiszns ander the Uniform Code of MilZtary Justige,
and/or administrative separation or transfer te the Individual
Aeady Reserve [IRTY.

Signature/dats
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a. Sol o
—

2. Members zre Izsced government travel zErds for oifici
goveroment trave.., This csrd s o be used only Ior oSficial
wrava. expenses for wnich the Traveler will be reimbursed, or aa
& non=-relmpursabie opticn To naxe Aadvantage of C3R-contract CZity
fares commercial sirline Zares &5 stipuliated Dy reference (d).
g2 Zorxr Anvining other than offigial covernment travel
CCnSTitutes annge 2od will zasject the member to cancellzation of
Lhe ¢zrd 2nd administrative or disciplinary action, as

agprovriaze. WRA commanding oZficers have ooth the authority
ang the r2sgonslbDlllicy -2 cancel 53T0C cargs in whe swent of

Tisuz=e.

o, S2CC illes zre pawanlile to the GTCT wvendor upon recelpt.
¥empers weg do oot ocay thedlr Dills in & timely manner =isx
canzeLlation of Their card 25 well as spproprizte zdminisrrative
gndfor discipliinsery &cticn. Morsover, Dhe 3700 venoor may zake

1 adwversely aflect the membar's cpodit
standing.

2. Temporapy Ad#i-icnal Duzy [TAD) per diem advances will
e made via Autsmates Teller Marchine (ARTM) withdrawls. ATH
witrd=zwale shall be k2pt Sz The minimum ameint necesS3sry,. and
the cars shall be :sed tc zay Ior meals, LransporTation, eIc..,
whersvayr possinle. An ATM withdrawsl Zor any other reasch IS
miszss and is cange Zor ganceliztion of the card.  ATM faes may
ne cla‘med Zor reivbussenent on TAD travel cCizims.

d. When z member Lransfers from the region, —he card will
be cancelled unless it is confirmed that the card will be
required =t the memper’s next duty staticn. Al reguests to
transfer the GTCC zcoount to anccher actiwvity will oe processed
thrcogn the AgQency Program Coorfinztors [AFCES] .

e. Selected Zeservists wnco —ransfer to ancther center

thin the claimaney z2re reguired "o advizse the gaising command
ne cosrdinate a transfer of the account. Members who resire.
trapsfer Lo the Individvsl Azady Reserve, or are disctharges a @
egnired Lo sirrandarc trhe.r sards @znd the respectlive AFC must
cancel the account .

£, Detior

a. Waval Reserve AcTivity Command-ng Cificers will:

3
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Tuss s GOVERNMERT TRAVEL ZHARZGE CERL [GTCC) J3AGL

7, Usa of the govermment LSravel chargs card iz essentisl Zorz
T 2ificien® admin’strazicn =£afficial government bDusinezs.
Ire card is issved under a General Services Administrsation
contract that provides specizl henefits to the member and the
gqovernTent. Members Who need to vse the GTCC to perform “heir
afFicial duties must maintain their ca2rds In good s2tanding.
Wisuze of the card ipcludes using the card Zor non-=f{fisial
travel/rnon=offigizl travel-related expenses znd nonpayment of
reht, Misuse of the card is detrimental to the government
heczlse iT may jespardize a member's good standing and mav cause
“he mamzer's card provileges to be suspended or revoXed. This
mayv maks it #iffisult fsr the member to merform officizl Zuties.
Misuse cf the card through norpayment of debrt to the FTCC
sontracror is contrary o cood order and discipiine snd Brings
disrredit upon the Kzwvy. Mizuse of the card nay resulc in an
sdministrative warning, disciplinary action under the Uniform
Code of Military Jussice, administrative action including
separation or —ransfer ta the Individual Reacy Reierve [IER} .

=
=

4. To ensure adherence <o thiz= agreement, you azs directed to
gse tre GTCC ONLY Zor its intended purposs. Aoy other uge of
the card iz URAUTHORIZED and in viglatien of this order.

. ¥iplation of tnis crder may resulit in administrative acticon
ar rancellation of card privileges for ciwvilians. TFor milltary
members, zcticon may sesult in sdministrative or disciplinary
sction, including trial by court-mactial, administrative
separation, or transfer te the Indivigual Ready Resarve Lor
fpipcred Reserve mMemMCEIS.

I. M. JCMMEND
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